Chapter 03: Management
functions




Dr. Sarah BENLAHARCHE 2021-2022

University of Larbi Ben M'hidi, Oum EI Bouaghi

Chapter 03: Management Functions

Introduction

Management functions are a set of activities that are performed by managers to
achieve organizational goals and objectives. These functions are essential for the success
of any organization, and they include planning, organizing, guiding, and controlling
(Koontz & Weihrich, 2010). In this essay, we will discuss each of these functions in detail,
including their definitions, objectives, importance, and characteristics.

1. Planning Function
1.1 Definition and Objectives of Planning

Planning is the process of determining the organization's goals and objectives and
developing a plan to achieve them (Drucker, 1954). The primary objective of planning is to
ensure that the organization is working towards a common goal and that all activities are
aligned with that goal.

1.2 Importance of Planning and its Characteristics

Planning is essential for the success of any organization because it helps to reduce
uncertainty, increase efficiency, and improve decision-making (Koontz & Weihrich, 2010).
Planning also helps to identify potential problems and opportunities, and it enables the
organization to adapt to changing circumstances.

+ -Some of the key characteristics of planning include:

Future-oriented: Planning is concerned with the future and involves making
decisions about what the organization wants to achieve in the future.

Goal-oriented: Planning is focused on achieving specific goals and objectives.

Systematic: Planning involves a systematic approach to decision-making,
including gathering data, analyzing options, and selecting the best course of action.

Continuous: Planning is an ongoing process that involves regularly reviewing and
updating plans to reflect changing circumstances.
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1.3 Types of Planning

There are several types of planning, including:

Strategic planning: This involves developing a plan for the entire organization,
including its mission, vision, and objectives.

Tactical planning: This involves developing plans for specific departments or
functions within the organization.

Operational planning: This involves developing plans for specific activities or
projects within the organization.

1.4 Steps of the Planning Process and Requirements of Effective Planning

The planning process involves several steps, including:

- Defining the problem: This involves identifying the problem or opportunity that
the plan is intended to address.

- Gathering data: This involves collecting relevant data and information to inform
the planning process.

- Analyzing options: This involves evaluating different options and selecting the
best course of action.

- Developing a plan: This involves creating a detailed plan, including specific
goals, objectives, and timelines.

- Implementing the plan: This involves putting the plan into action and monitoring
its progress.

To be effective, planning must be:

Realistic: The plan must be achievable and take into account the organization's
resources and capabilities.

Flexible: The plan must be flexible enough to adapt to changing circumstances.

Communicated: The plan must be communicated to all relevant stakeholders,
including employees, customers, and suppliers.

Monitored and evaluated: The plan must be regularly reviewed and updated to
reflect changing circumstances.
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2. Function of Organization
2.1 Definition, Importance, and Characteristics of Organization

Organization is the process of creating a structure for the organization, including
defining roles, responsibilities, and relationships (Mintzberg, 1979). The primary objective
of organization is to create a framework that enables the organization to achieve its goals
and objectives.

Organization is essential for the success of any organization because it helps to:

Increase efficiency: By defining roles and responsibilities, organization helps to
reduce confusion and increase efficiency.

Improve communication: By creating a clear structure, organization helps to
improve communication and reduce misunderstandings.

Enhance accountability: By defining roles and responsibilities, organization helps
to ensure that individuals are accountable for their actions.

+ Some of the key characteristics of organization include:

Structure: Organization involves creating a structure for the organization, including
defining roles, responsibilities, and relationships.

Specialization: Organization involves dividing tasks and activities into specialized
functions.

Standardization: Organization involves standardizing processes and procedures to
ensure consistency.

Coordination: Organization involves coordinating the activities of different
departments and functions to achieve common goals.

2.2 Types of Organization and Steps of the Organization Process

There are several types of organization, including:

Functional organization: This involves organizing the organization around specific
functions, such as marketing, finance, and human resources.

Divisional organization: This involves organizing the organization around specific
products or services.

Matrix organization: This involves creating a matrix structure that combines
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functional and divisional approaches.
The organization process involves several steps, including:

- Defining the organization's mission and objectives: This involves identifying the
organization's purpose and goals.

- Analyzing the organization's environment: This involves identifying the
organization's strengths, weaknesses, opportunities, and threats.

- Designing the organization's structure: This involves creating a structure for the
organization, including defining roles, responsibilities, and relationships.

- Implementing the organization's structure: This involves putting the organization's
structure into action and monitoring its effectiveness.

2.3 Organizational Structure

Organizational structure refers to the way in which the organization is organized,
including its hierarchy, departments, and relationships (Mintzberg, 1979). There are
several types of organizational structure, including:

Hierarchical structure: This involves creating a hierarchical structure with clear
lines of authority and communication.

Flat structure: This involves creating a flat structure with fewer levels of
management and more autonomy for employees.

Matrix structure: This involves creating a matrix structure that combines functional
and divisional approaches.

2.4 Requirements of Effective Organization

To be effective, organization must be:

Flexible: The organization's structure must be flexible enough to adapt to changing
circumstances.

Communicated: The organization's structure must be communicated to all relevant
stakeholders, including employees, customers, and suppliers.

Monitored and evaluated: The organization's structure must be regularly reviewed
and updated to reflect changing circumstances.

Aligned with the organization's mission and objectives: The organization's
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structure must be aligned with the organization's purpose and goals.
3. Function of Guidance

3.1 Definition of Guidance

Guidance is the process of directing and influencing the behavior of others to
achieve organizational goals and objectives (Koontz & Weihrich, 2010). The primary
objective of guidance is to ensure that employees are working towards common goals and
that their behavior is aligned with the organization's mission and objectives.

3.2 Importance of Guidance

Guidance is essential for the success of any organization because it helps to:

Increase motivation: By providing direction and feedback, guidance helps to
increase employee motivation and engagement.

Improve performance: By providing coaching and development opportunities,
guidance helps to improve employee performance and productivity.

Enhance accountability: By setting clear expectations and goals, guidance helps to
ensure that employees are accountable for their actions.

3.3 Foundations of Guidance

Some of the key foundations of guidance include:

Leadership: Guidance involves providing leadership and direction to others.

Communication: Guidance involves communicating effectively with others,
including providing feedback and coaching.

Motivation: Guidance involves motivating others to achieve organizational goals
and objectives.

Empowerment: Guidance involves empowering others to take ownership and make
decisions.

3.4 Leadership
3.4.1 Definition of Leadership

Leadership is the process of influencing and directing the behavior of others to
achieve organizational goals and objectives (Bass, 1985). The primary objective of
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leadership is to ensure that employees are working towards common goals and that their
behavior is aligned with the organization's mission and objectives.

3.4.2 Principles of Leadership

+ Some of the key principles of leadership include:

Vision: Leaders must have a clear vision for the organization and be able to
communicate it effectively to others.

Integrity: Leaders must have integrity and be trustworthy.

Communication: Leaders must be able to communicate effectively with others,
including providing feedback and coaching.

Empowerment: Leaders must be able to empower others to take ownership and
make decisions.

3.4.3 Types of Leadership

There are several types of leadership, including:

Autocratic leadership: This involves making decisions without consulting others.

Democratic leadership: This involves involving others in the decision-making
process.

Laissez-faire leadership: This involves giving others complete freedom to make
decisions.

3.4.4 Leadership Theories

There are several leadership theories, including:

Trait theory: This suggests that leaders are born with certain traits that make them
effective leaders.

Behavioral theory: This suggests that leaders can be developed through training
and experience.

Contingency theory: This suggests that the most effective leadership style depends
on the situation.

3.4.5 Communication
Communication is a critical component of leadership and involves conveying
information and ideas to others (Koontz & Weihrich, 2010). Effective communication
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involves:
Clear messaging: Leaders must be able to communicate clearly and concisely.
Active listening: Leaders must be able to listen actively and respond thoughtfully.
Feedback: Leaders must be able to provide feedback that is constructive and
helpful.

3.4.6 Motivation

Motivation is a critical component of leadership and involves inspiring others to
achieve organizational goals and objectives (Maslow, 1943). Effective motivation
involves:

Understanding individual needs: Leaders must be able to understand the individual
needs and motivations of their employees.

Providing opportunities for growth and development: Leaders must be able to
provide opportunities for employees to grow and develop their skills and abilities.

Recognizing and rewarding achievement: Leaders must be able to recognize and
reward employees for their achievements and contributions to the organization.

Creating a positive work environment: Leaders must be able to create a positive
work environment that is supportive and encouraging.

4. Control

4.1 The Concept of Control and its Importance

Control is the process of monitoring and regulating the activities of the organization
to ensure that they are aligned with the organization's mission and objectives (Koontz &
Weihrich, 2010). The primary objective of control is to ensure that the organization is
working towards its goals and that its activities are consistent with its values and
principles.

Control is essential for the success of any organization because it helps to:

Ensure accountability: By monitoring and regulating activities, control helps to
ensure that individuals and departments are accountable for their actions.

Improve efficiency: By identifying and correcting deviations from planned
activities, control helps to improve efficiency and reduce waste.

Enhance decision-making: By providing accurate and timely information, control
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helps to enhance decision-making and reduce uncertainty.
4.2 Steps of Control

The control process involves several steps, including:

- Establishing standards: This involves setting clear and measurable standards for
performance and behavior.

- Measuring performance: This involves collecting data and information to measure
performance against established standards.

- Comparing performance to standards: This involves comparing actual
performance to established standards and identifying deviations.

- Taking corrective action: This involves taking action to correct deviations from
planned activities and to improve performance.

- Evaluating the effectiveness of control: This involves regularly evaluating the
effectiveness of control and making adjustments as needed.

4.3 Types of Control

There are several types of control, including:

Preventive control: This involves taking action to prevent deviations from planned
activities.

Detective control: This involves identifying and correcting deviations from
planned activities after they have occurred.

Corrective control: This involves taking action to correct deviations from planned
activities and to improve performance.

4.4 Requirements of Effective Control

To be effective, control must be:

Clear and measurable: Standards for performance and behavior must be clear and
measurable.

Timely: Control must be timely and responsive to changing circumstances.

Flexible: Control must be flexible and adaptable to changing circumstances.

Communicated: Control must be communicated to all relevant stakeholders,
including employees, customers, and suppliers.
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Conclusion

Management functions are essential for the success of any organization. Planning,
organizing, guiding, and controlling are the four primary management functions that help
organizations achieve their goals and objectives. Effective management involves
understanding the importance of each function and how they interrelate to achieve
organizational success.
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